COLORADO
Department of Revenue

‘Sales and Use Tax System (SUTS

Excel Upload Instructions

Colorado Department of RevenueSUTS Excel Uplodaistructions

If you have an existing SUTS account: Log In
Go toColorado.gov/Revenue/SUTS Please enter your email address and password 10 log in
Email Address:
- Enter your email and password _ J
~ Password:
U Click “1"m not a rjobg | Forgot your password?
Then click the “Log I n” |[but R ™
reCAPTEHA
If not, please see the instructions on
setting up an account. 0o

From the Business Center screen under t
y/ tab, select the “Click HERE for the E»
option.

Business Center

MUNIRevs Colorado SUTS

OPEN TASKsS © emtacuic @ | QUICK LINKS

P Bet Your Mattress: Confirmation of Location or Account Number required.

h Click HERE for FAQs.
P Hulk Out: Confirmation of Location or Account Number required.

[Hulk out Click HERE for the Excel Upload template. =
Registration
P Pay Sales Tax Licanse Fee - Even Years (panding) ®

Click HERE for Step by Step Instructions on the Excel filing process.

Click HERE for ACH Credit Payment Instructions

QUICK LINKS

Click HERE for FAQs.

Click HERE for the Excel Upload template. =

Click HERE for Step by Step Instructions on the Excel filing process.

Click HERE for ACH Credit Payment Instructions
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SUTS withen download the Excel Upload
Template and you will see that in the lower left
of the screen as shown here.

Clickto open the upload template.

| Business Center

MUNIRevs Colorado SUTS

[Futic ot

® past due tasks.

QUICK LINKS

Click HERE for FAQs.

| | Click HERE for the Excel Upload template.

Registra
» Pay S

Activity

Task Nar Due Da
Colorado Sales Tax Wit 07/22/20
Registration Form Complets 07/26/20
746 Colorado Sales Tax Withhol unt Application Complets 07/18/20
Registration Form Complete 07/22/20

Click HERE for Step by Step Instructions on the Excel filing process.
Click HERE for ACH Credit Payment Instructions
Click HERE for the Amendment Information Submission
Click HERE for XML Help and Testing Tool
Click HERE for Participating Home Rule Jurisdictions
| Click HERE for Video Tutorials to Guide you in SUTS

Click HERE for Step by Step Instructions on the Excel Upload Button and Prior Period Filing.

unt here,

A4 > I~

A B

[

Account Number
(with the State or
Home Rule)

@ Frotected View This file originated from an Internet location and might be unsafe. Click for more details

Account Type

Enable Editing

G
Deduction ID
84

E F
Deduction ID

C

86

Schedule A: Wholesale
Sales, including
wholesale sales of
ingredients and
component parts

Enable Editing

Schedule A: Sales made
to nonresidents or

Jurisdiction
Code

sourced to locations

Jurisdiction Name Gross Amount outside of Colorado

Thetemplatedefaults to the
“Upl oad Dat a”
you will enter your tax filing
information.

ab

Upload Data

ClicktheYe |l | ow Enabl

Edi t i nogeétstditedx

28
29
4« 4 » » | Instructions | Upload Data

nd i
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= Instructions | Upload Data

Your Exceemplateprovidesyou withtwo tabs located at the bottom of the screen: Instructions and Upload Data

WARNING:DoNOTchange the tab labels as this will prevent accurate upload of your data.

The “lI nstructions” tab contains instructions on hlov
information.
The " Upload Data” tab is the default tab and wherle
Participating Home rule jurisdictions can be foun(pd
. Enter your Enter the
* . Enter r
) Colorado l ocati oln’ s grc;fs)slgresfo
\Q)ﬁ Account jurisdiction .
. . each location
number (CAN code in Colum in Column E
in Column A C.
A B G D E

Account Number

(with the State or Jurisdiction
3 Home Rule) Account Type Code Jurisdiction Name Gross Amount
4 12345678 State 100042 Bennett 50000
5 12345678 State 500027 Telluride 10000
6 12345678 Local 500027 Telluride 10000
7
— 1
NOTE:Jurisdiction Enter the Enter the
Codes can be found Account Type city/location
in form DR 0800 in Column B. name in
EnterStatefor Column D.
Statecollected & state
Homerule city Jurlsd_lctlons or
_ Localif the
locations can be location is a
found in formDR home-ule city

1002
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-
i)

F G H | J K L
Deduction ID Deduction ID Deduction ID Deduction ID Deduction ID Deduction ID Deduction ID
84 86 88 90 92 94 96

Schedule A: Wholesale

Sales, including

wholesale sales of Schedule A: Sales of Schedule A: Sales of Schedule A: Fair market value of |
Ingredients and Schedule A: Sales made to nonresidents or Schedule A: Sales of Schedule A: Sales to pt Gasoline, dyed diesel,  exempt drugs and property received In exchange |
component parts sourced to locations outside of Colorado  nontaxable services entities and organizations and other exempt fuels medical devices and held for resale

Enter in any applicable exemptions or deductions beginning in column F. See form BR&t8i0 Sales Tax
Return for 2020 Filing Periods (Supplemental Instructions) for more information.
https://www.colorado.gov/pacific/sites/default/files/Supplemental DR0100_Instructions2@20.pdf

When your filing data is complete, click “File i n
your device.

Avenjers Assemble
Registration

LW i kil Application [ My

ales 'l'an Uplu-mi B Tax FII| rrn Hav znm

DPEN TASKS ©

Test Business

NOTEOnce you’'ve completed ytur“'EETX'EPB*‘F&‘S‘b"FPé“ﬁ“d'%“Wleet ,

pload Excel Data U ad for Sales Ta

return to your Business Center on the SUTS website as ) e
shown here.
Once you've entered your flling data into the exc
spreadsheet ‘s “Upload Data” tab and saved it to
devi ce, ytwbedinrthe ontine fdlidgyprocess
You’' IUplsoeaed “Ex c e | Data Upl ogad for Sales Tax” 1i st
underthe Op e n T adf yosr busiaessenter. Click

this to open your upload task
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https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf

A To upload the excel document wiytour filingdata c¢c 1 i ck t he “Choose Fil ef
3 deviceand choose your upload Once it has been sthedilemunesappedr hext|
to the “Choo€ki Ekl ESubmttoh.

Document Uploader

Upload required: Sales Tax Upload™”

Upload your sales tax data using the browse button below. Instructions and template found in the Business Center.

Upload in any file format (i.e. Excel, Werd, PDF, jpg, etc.) =

= [crosserie] o e crosen

(max size 10MB)

WOTE: All uploaded files are strictly confidential and are encrypted upon upload.

Upload in any file format (i.e. Excel, Word, PDF, jpg, etc.)

| Choose File [Batman s xisx]
h

Return to Business Center

(max size 10MB)

19

v Document Recetved

¥ Your Next Task is: Sales and use Tax Caloulation Form,

MUNIREVS PORTAL WSM DEV

Sales and use Tax Calculation Form

Pll Jurisgdictions ¢

003032
Tern Business
Perkod: 04/01/2020 Dwue: 052072020 Currant Date: D5/03/2020 Late: NO
Al Jyrisdictions ¢ k Total
1 Gross Syles SOO0 O
A AAJ\: 832 Dedts Colected 0.00
28 .'oul Income (Line 142A) 000 X
ToTAL .1\:(." Deductions —
DEDUCTIONS LUU0.
4 .Nr,t Toxable Sales & Service 190000.0(
an 'om- Taxable Sales (Denver 5¢) 0.00
3> ‘Alnoun! of Sales Tax * 42 (
6 ‘A;: £r06ss Tax Collacted ). 0
7 'M)'vsled Tax ~ $272.5(
A successful submission will show Green messages in the upper left hand cornesuldftétingy o u * | | b

calcul ation form.

taken to the form page where thiding data fromyour excel spreadsheet has been inseriet atax
Alhle J»uwrsit sedn dteif @arud "t s

ite
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7 7 « . . . " . . . .
i 2 Youcan change h e All Jurisdictions v i thennfobmatiom i t}t
for each jurisdiction.
TRLUMIDE  * - subtotal TELLURION
m‘ et | 003032
SENNETT ] 000,00
A
38 | Total Income (Line 1+2A) .00
Cotummg Boicw provide detad of Tar Codet and Rates appied in the Jumsdoton
State: TELLURIDE | RTA: TELLURIDE |County: TELLURIDE HR City: TELLURIDE
“,m:n:,?‘,'(”?“‘ . 10000,00 10000.00 10000.00 0.00
4 MNet Taxable Sales & Service 200 4 _f.nr?@& 40000.00 40000 C-i; 50000.00
4A  Other Taxable Sales (Donver 5€)
s .Ammml of Sales Tax 00 1160 nl;- 00 :,n; 101 | 2250.00
o | ectms 0.00 0.00 " 0.00
7 Adjusted Tax B 310.00 1160.00 100.00 400.00 2250.0¢
n .“m" Vendor Fea Discount 46 .40 0.00 12.00 38
9 'muu SALES TAX 1113.60 00.00 388 l 2219.62
10a 9 ||; ] . (;4;; .r(..
108 Use Tax 0.0n 0.00 .00 ). 00
|/ I CERTIFY UNDER PENALYY OF PERJURY THAT THE ABOVE INFORMATION R AND CORRECT TO THE BEST OF MY XNOWLEDGE

S

Name (as electronic signature) *

"Return to Business Center | - audbmit

theformu s i n gNamefag elettronic signatuje” b o x
(suchasowngr i n t he

correct, click the “ S u b buitan.”

filing. Click the

After reviewingyour filing informationif everything appears to be correct, sithe bottom of
a n title te the basinesy ofu r
“ dafe willaatd fill. bifalbinformatibrhappears to be

After submitting the form, you will be taken to the cart area showing the total due for the
Payment Method button to proceed to check ouCongratulations!

Additional SUTS Resources:

Colorado.gov/Revenue/SUTS

DOR TaxpayerService@state.co.us
Support@MUNIRevs.com

Coleradogov/Ttax
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